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CLASSIFICATION SPECIFICATION

TITLE:      CODE ENFORCEMENT MANAGER

DEFINITION 

Under general direction of the Director, to plan, organize, supervise and review the work of professional, technical and

administrative support staff engaged in the enforcement of municipal and other related codes including zoning, land

use, housing, litter, sanitation and other public nuis ance c ode pro visions; to p rovide lead ership an d coord ination to

the Property Maintenance Code Enforcement Program and related programs and activities; and to perform other

related work as required.

DISTINGUISHING CHARACTERISTICS

Incum bents  in this c lass ificatio n are  expe cted  to frequently use a hig h deg ree o f inde penden t judg em ent; to  ass ist in

the training of s ubordin ate professionals; and to maintain a high level of leadership and diplomacy in dealing with the

com mu nity.

REPORTS TO: Comm unity Development Director

SUPERVISION RECEIVED AND EXERCISED 

Receives general direction from the Community Development Director.  Exercises general supervision over

professional, technical and administrative support staff, as assigned.

EXAMPLES OF DUTIES  

Typical duties may include, but are not limited to, the following:

• Develops, implem ents, m odifies an d adm inisters syste ms, p olicies and  proced ures invo lving the City’s pr operty

maintenance codes and other related nuisance codes.

• Plans, organizes  and direc ts the wo rk perfo rme d by profe ssional a nd tech nical em ployees in a  variety of code

enforcement activities.

• Plans, supervises and reviews the development of special enforcement and public information programs which

focus on the compliance requirements of City codes and ordinances.

• Serves in the process of appeals.

• Organizes, ma nages an d coo rdina tes a  citizen  com plaint  office to e ffec tively deal with code enforcement

violations.

• Responds to more com plex and sensitive citizens complaints, inquires and request for information regarding

code compliance, violations and enforcement procedures.

• Evaluates all court/legal actions against violations of codes and related ordinances.

• Tes tifies in  cour t and  work s with  attorn ey, jud ges  and la w en forc em ent perso nne l as ne cessary.

• Gives public presentations to legislative bodies, boards, commissions and community organizations regarding

mun icipal code  com pliance a nd enfo rcem ent.

• Prepa res and  adm inisters the  division bud get.
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• Prepares memos, correspondence and reports regarding code enforcement activities.

• Supervises, trains and evaluates subordinate profes sional, technical and administrative support staff.

QUALIFICATIONS

Know ledge of:  

• Municipal codes, ordinances, rules and regulations; legal process, including right of entry and due process.

• City, S tate a nd Federal law s and  requ irem ents  rega rding  healt h and  safe ty.

• Gene ral law enfo rcem ent proc edures , policies an d techn iques as  it related to co de enfo rcem ent.

• Principles  and pra ctices of  organization , adm inistration an d progra m bu dget and  person nel ma nagem ent.

Ability to:  

• Comm unicate clearly and concisely, both orally and in writing.

• Understand and inte rpret municipal and other applicable codes and determine the most effective method for

collecting violations.

• Diplo ma tically dealing with the public and other government agencies in the enforcement of ordinance and

regulations.

• Plan, develop and implement a comprehensive code enforcement and public information program.

• Enfo rce o rdina nces and  regu lations firm ly, tactf ully and  imp artially.

• Coord inate Code Compliance Div ision activities w ithin the Co mm unity Deve lopm ent Dep artme nt, other C ity

departments, divisions and sections, and with outside agencies.

• Select, su perv ise, tra in and  evalu ate subo rdina te pe rson nel.

• Operate and comprehend the uses and application of computers in relation to code enforcement functions.

Education and Experience: 

Any combination of experience and education that would likely provide the required knowledge and abilities  is

qualifying.  A typica l way to obtain th e know ledge an d abilities wou ld be:  

Education: Equivalent to a Bachelor’s Degree from an accredited college or university with major course

work in business or public administration or related field.  Additional experience offering

specific  and substantial preparation for the duties of the position may be substituted for up to

two years  of the edu cation req uirem ent.

Experience: Five years of increasingly responsible supervisory and adm inistrative exp erience  with

respon sibility for the development, maintenance and administration of a code enforcement

or community preservation program or a closely related field.

MEDICAL CATEGORY:    Group 1

NECESSARY SPECIAL REQUIREMENT

Possession of an appropriate, valid class “C” California Motor Vehicle Operator’s License.

CAREER ADVANCEMENT OPPORT UNITIES

FROM: Code Enforcement Manager

TO:


